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 Alexandra House, 241, High Street, Brentford, Middlesex TW8  0NE

Tel: 0208 569 9933  Fax:  0208 568 0062  e-mail enquiries@tasha-foundation.org.uk


Date as post mark 
Dear Applicant,

Enclosed in your pack will be the following:-

· Guidance Notes

· Application Form

· Job Description

· Person Specification

· Information about TASHA Foundation and its Services

· Equal Opportunities Monitoring Form 

The closing date for completed applications is 28th September 2007
Unfortunately the cost of postage and administration prevents us from informing everybody who submits a form of the result of their application.

If you have been selected for interview, you will hear from us within a fortnight of the closing date.

Many thanks for your interest.

Yours sincerely,

Stella Mothee

Administrator
Enc.
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Guidance Notes for Completing the Application Form 

for Employment at TASHA Foundation

These notes are intended to assist you in completing your application for employment.  Please read them before you start, and follow the guidance carefully.

Applications should be typewritten or completed legibly in black ink to allow for photocopying.  Please make sure that any continuation sheets are stapled to the application form.  Please do not attach your curriculum vitae, testimonials or any other documents with your application.  Applications in the form of a curriculum vitae will not be considered.

There are two documents in your recruitment pack which are vital to the recruitment and selection process.  The first is the job description.  This sets out the overall purpose of the job and the main responsibilities.  The second document is called the ‘person specification’.  The person specification describes the person we are looking for to fill the vacancy, in term of skills, abilities and experience required for successful performance in the post.

Decisions about short listing will be made according to whether applicants demonstrate in their applications that they possess the skills, experience and abilities required.  Please provide evidence that you possess each of the requirements listed in the person specification by giving specific examples.  You should use the selection criteria in the order that they appear in the person specification, addressing each one, point by point numbered in the person specification, with examples on how you meet the requirements.

You should include relevant skills or experience gained outside normal paid work, for example, in voluntary work, sports or social activities.  Moreover, experience and skills gained outside the UK is as relevant as experience and skills gained in the UK.

Unless you provide evidence that you possess all the requirements, supported by relevant examples, you will not be short listed.

Where appropriate, references will be taken up before interviews.  A reference from an existing employer will only be taken up prior to interview, with your permission.  Please ensure that your first referee quoted on the form should be your present or most recent employer and other referee can comment on your suitability for the post.

Applications, together with the Equal Opportunities Monitoring Form should be returned to:

Yvette Langley, Administrator, TASHA Foundation, Alexandra House, 241 High Street, Brentford TW8 0NE

Unfortunately, we regret that owing to a shortage of time and resources, we are unable to acknowledge individual applications or inform those candidates who are not short listed for an interview.  If you have not heard from us within six weeks of the closing date, please assume that we will not be taking your application further in this instance.
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TASHA FOUNDATION is a Charitable Company Limited by Guarantee No. 3358266 Charity No. 1062805

Registered Office: Alexandra House, 241, High Street, Brentford, Middlesex TW8  0NE

C: YL/My Docs/Employment Application Form/Cover Letter for Job Vacancies.doc 

� EMBED MSPhotoEd.3  ���








TASHA FOUNDATION is a Charitable Company Limited by Guarantee No. 3358266 Charity No. 1062805

Registered Office: Alexandra House, 241, High Street, Brentford, Middlesex TW8  0NE


[image: image3.png][image: image4.png][image: image5.png];\ﬂwuuv.u)

S

INVESTOR IN PEOPLE



_1072863680.bin

